Army Acquisition Professional Development System (AAPDS) instructions
How to create and submit your 1556s

Log into CAPPMIS: https://rda.altess.army.mil/cappmis/index.cfin

QUICK GUIDE

STEP 1: Have your courses listed properly in your IDP and approved by your
Supervisor

*Click IDP tab within CAPPMIS

*Course listed in the College Courses Section of the IDP

*Status listed as either Planned or Enrolled

* ATAP listed as ‘Planned Funding Source’

* Approved by Supervisor

STEP 2: Create 1556
*Click AAPDS tab within CAPPMIS
*Click Student Module option
*Click Planned/Enrolled tab option
*Click the 1556 icon for the next class want to take (in the Create Forms column).
If class isn’t displayed, then see Step 1 and get the course listed properly in your
IDP.
*Fill out online 1556 form. It will automatically populate a lot of the necessary
information, pulling info from your IDP as well as your ACRB. You only need to
fill out the required fields though you can fill in the rest if you like. Some fields
are pulled directly from your ACRB/IDP (ones that you cannot change). Other
fields are not required, and you shouldn’t worry about them. Other field (those
highlighted red) are required. The system will enforce the ATAP funding limits
based upon which degree program (or business hours) you are in.
*Once you submit the 1556, you will get an email confirmation (also courteasy
copied to your supervisor). When the 1556 1s funded and uploaded back to
AAPDS, you will receive another email notification.
*REMINDER: the new online 1556 submission bypasses the supervisor and
comes straight to the ATAP coordinator. NO Supervisor and/or Training
Coordinator signature is required. The only two signatures on any future 1556
will be the ATAP Coordinator and the Resource Manager. Your Supervisor’s
name and phone number will be typed in the Supervisor block, however.
*When student submits al556, the status stays as ‘Planned’ until it is approved;
however, the option to click “1556’ disappears. The option for 1556 will appear
in the ‘Forms Completed’ column when it is funded and uploaded to the system.

STEP 3: Retrieve funded 1556
FWait unti] USAASC funds 1t
*You will receive email notification that it is loaded into AAPDS



*Click AAPDS tab within CAPPMIS

*Click Student Module option

*Click Planned/Enrolled tab option

*Click the 1556 icon for the course in the ‘Forms Completed’ Column.

*A fully funded 1556 .pdf will open. You may save that, email it, fax it, etc. to
your school budget POC. You are responsible for getting the funded 1556 to your
school.

Important Points to Remember when Filline out the 1556:

*Verify and/or fill in the required fields (red circles)
-Org Mailing Address
-Training Objectives
-School Address
-Course ID Number (i.e. ECON 101)
-Start Date of Course (these are actual dates, not estimations)
-End Date of Course (these are actual dates, not estimations)
-Direct Costs (tuition, books)

*Verify the information that is pre-populated (from IDP/ACRB/AAPDSS). If that
information is incorrect, you cannot change it on this form, you need to contact the
ATAP Coordinator and iron out why what is incorrect.

-Name (from ACRB)

-SSN (from ACRB)

-Home Address (from ACRB)

-Phone numbers (from ACRB)

-Position Title (from ACRB/mDCPDS)

-Series (from ACRB/mDCPDS)

-Organization Name (from ACRB/mDCPDS)

-Course Title (from IDP)

-School Name (from IDP)

-Supervisor (from IDP)

*Other important points:

If after a 1556 is approved and returned to you, a date change or cost change
occurs to your class, YOU M UST NOTIFY THE ATAP COORDINATOR
IMMEDIATELY. THERE WILL BE NO MORE WHITING OUT COURSE
DATES OR COSTS. THE CHANGES MUST BE MADE IN AAPDS.
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SCREEN SNAPSHOTS

https://rda.altess.army.mil/cappmis/index.cfm (CAPPMIS webpage)

Aiklrest | B https /frdammatest?, altess.army. milicappmis/modules/IDPADPProd Ardividual/mad_ice,cfrm?

Individual Development Plan
Modif€ College Courses

AAPDS STUDENT

. J
| BLIS 100 Introduction to Business
| STRAYER UNIVERSITY

*For the AAPDS to work, you must have your courses listed properly in your IDP:
1. Be in the College Courses Section of the IDP
2. Listed as Planned/Enrolled
3. ATAP listed as the Planned Funding Source
*Have your Supervisor approve this course and/or any changes you make to it
(SEE EXAMPLE ABOVE)
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/. ATAP Pragramite |/ PlannedEnrolled |/ Course History

ATAP Program Information:

Program Information Fiscal Year EXKE

Funds Remainlag BE _
Program Type: Bachelor's 2007 . ss00000 e $5000.00 '
Program End Date: 09/20/2007

Tuition Funding Limit Par
Course:$1250.00

Book Funding Limit Per Comse: $150

Please contact the ATAR C.

eenedfiys army.mil if you require any changes to this information.

. inze L 0 _.
On this page you can view your ATAP Program information
-Program Type (AA, BA, MA, or Business Hours)

-Program End Date (according to your ATAP application or ATAP Funding
Update)

-Funding limit per course
-Book reimbursement limit per course

-Individual funding limit per year (based upon what you asked for)
-Funds remaining per FY




3 AAPDS: Army Acquisition Professional Development System - Microsoft Internet Explorer

File Edit Vew  Favorites Tools Help &

Acklress ] https:/frdamxtest?. alte

ARMY ACQUISITION PROFESSIONAL DEVELOPMENT SYSTEM

/ Atapprogramite | Eraitet ] |/

Your Planned Enrolled Cowmse Information:
Course Number BE Title &

BUS 100 Introduction to Business

STRAYER UNIVERSITY

PLANNED O9/26/2005 12/18/2005
w* BUS 107 Fundamertals of E-Business  STRAYER UNIVERSITY PLANNED 08/26/2005 1211872005
ECO 100 Principles of Economics STRAYER UNIVERSITY PLANNED 04/03/2006  05/19/2006

FIN 106 Principies of Finance STRAYER UNIVERSITY  PLANNED 04/03/2006  06/19/2008

'BUS 290 Business Ethics STRAYER UNIVERSITY PLANNED 09/26/2006  12/20/2006

LEG 100 Business Law| STRAYER LNIVE] PLANNED 09627/2006  12/2002006

MICT 100 Principles of Marketing STRAYER UNIVERSITY FLANNED 01/09/2007

ECO 405 Economic Probloms and Issuss  STRAYER UNIVERSITY  FLANNED 01/09/2007 031276201

MAT 300 Descriptive Statistics STRAYER UNIVERSITY PLANNED 04/04/2007  06/20/2007

EMS AT s Moe, |3 aaain
o BEERSE (doseeeiie
-Click on Planned/Enrolled to view the ATAP courses you are currently in or plan to take
-On this page, you can generate a 1556, 1034, and submit your 1556 for funding. 1034s
(as detailed in the 1034 Submission Instructions) can be created here but you still need to
submit them via email/fax to the ATAP coordinator along with a receipt. New 1034
online submission to be released in late Spring 2007
-To create and submit a 1556 for a new course, click on the ‘DD 1556 icon (circled
above) for the course you are planning on taking. The next three screens will show you
what it looks like to fill in the online 1556 form for a course. The example used 1s BUS
100 (as listed above)
-Click on DD 1556 for BUS 100.
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DD1556 - BUS 100 Introduction to Business

e e

Unassigned: This form has not been approved.

~ |AAPDS STUDENT
|aaPos
12345670

Street: 6013 CURTIER DR UNIT A
City: ALEXANDRIA

State: VA
Zip: 223105114

(703) 9222832
(703} 6047315
BE4-7315

5. POSITION TITLE

S it G

10. PAY PLANSERIES GRADE

1. ORGANIZATION NAME . .

 inre e -

Here you have the top of the form. It pre-populates much of the form for you based upon
information from civilian personnel (mDCPDS), your IDP, and your ACRB. You need
to verify the information it pre-populates as well as you are FORCED to populate the
fields with the red circles (i.e. Tuition amounts, dates, org mailing address, etc.). Some
of the pre-populated fields you cannot edit through AAPDS (such as your home address,



STRAYER UNIVERSITY

Street:g

This is the middle section of the 1556 form. In this section, you are forced to enter your
work address, training objectives, and your school’s address.
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a Dty

b. NonDuty

| . Totat

22. COURSE IDENTIFIERS acp

' ':' b CatdlogCourse nmnber

2. tmmm1m i

25, DIRECT COSTS a. Tuition Cost @g21s
| b.Boaks, Materials, and sther costs 5150
Total Direct Costs $

N3 not beary i

l Unassigned: 2 [ has not bel 3 peacd.
JASON [ (5400
A

& T
‘5;‘
is formT n B SPpT P

(i Submit Form i'[ Save and Exit ‘l'[ Cancal g)

@ rtcates a equired fold, \_\. ﬁ : :

You may either submit the form once you have completed everything (1), you may save
and come back later (2) or you may cancel what you have been working on and return to
the previous screen (3).

As in the example above, it pulls the start/complete dates from the IDP as it does for the
Tuition and Book costs. You need to ensure that you list the exact start/complete dates as
well as the accurate Tuition and Book amounts. It will prompt you upon submitting if
you have any errors and/or you have exceeded the funding limits for your program (see
examples below). You must fix these errors, before you are allowed to submit.

11



| b canalogiCourse number

c. Offering TLH

| e Towal Direct costs $

 |Unassignad: This form has not been approved.

|Unsigned: This form has not been approved. ?’g

$

. |LONG JASON D (540) 731-3549

~ |Unsigned: This form has not been approved, F
It

(Example of error you are given if you do not populate certain mdatory fields: this
error appeared because the Org Street Address and Org City were not filled out)
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|Unassigned: This form has not been approved.

 |Unsigned; This form has not been approved.
s
|LONG JASON [r (540) 731-3549

S _ [Unsigned: This form has not been appraved.

[ SubmitForm | [ Saveand Exit | [Cancal |

(Example when you click submlt form, it will prompt you to verify the costs and dates.
If the displayed dates and costs are incorrect, click cancel and correct them on the form).

After you click OK, it will take you back to your Planned/Enrolled course page (next
screen). Upon submitting the 1556, it will send you a confirmation email as well as
courtesy copy your Supervisor. Your Supervisor and/or Training Officer no longer is
required to sign the 1556 (updated ATAP Policy and Procedures). The email is courtesy
copied to your Supervisor to keep him/her in the loop as to your educational pursuits
funded by USAASC.

Example of 1556 submission email:

“Your DD 1556 for: BUS 100: Intro to Business has been submitted to the ATAP coordinator.
The ATAP coordinator will review your submission and then forward to USAASC's budget
office. Please expect up to a few weeks for the approval process to be completed.

Thank you
ATAP Coordinator
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/. Atapprogiammto |/ Planeutocotiea |/ Cowsetistory |

Planned Enrolled Course Information:
Number BE Title BN

. BUS 107 Fundamentals of E-Business ~ STRAYER PLANNED 09/26/2005  12(18/2005
o LNKVERSTY
ECO 100 Principles of Economics  STRAYER 0BA G008
FiM 100 Principles of Finance STRAYER PLANMNED 04/03/2006  06/1272006
. IJNI}-’ERS!TY = -
BLS 280 Business Ethics STRAYER PLANNED) 09/26/2006 1202012006
LEG 100 Business Law | STRAYER PLANMED 09/27/2006 1202072006
UNIVERSITY |

 MIIKT 100 Prirciples of Morketng PLANNED 019/2007 0312712007

ECO405 Economic Problems and~~~ STR PLANNED 01/09/2007  03/27/2007

Issues L
{BUS100)  BUS 100 InToduchon to Business.

STRAYER PLANNED 04/04/2007  06i20/2007
UNIVERSTY =t

MAT 300 Descriptive Stafistics

Flease contact the ATAP Coordinator at sogi, i

= i} if you require any changes to this information
Planned courses are approved courses in your IDP for which you requested ATAP funding. After you submit your DD 1556, the status will be changed 1o "Enrolled”.

s

You will see that the BUS 100 course has been updated in a few areas: it now has the
Course Number listed (BUS 100) as well as you no longer have the option of ‘DD 1556’
under Create Forms. It now lists the status as “DD 1556 Submitted.”
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This is only a test server. this is not real data.

ARMY ACQUISITION PROFESSIONAL DEVELOPMENT SYSTEM

/ATAb Pragraminta. |/ PlannedEwotied |/ Cowseisters |

Your Planmed Enrolled Course Information:
B Titlle B Provider BEE

" BUS 100 BUS 100 Introduction to Business STRAYER ENROLLED 03/27/2007  06/20/2007 DD 1556

UNIVERSITY Submittad
| BUS 107 Fundamentals of E-Business  STRAYER  PLAMMNED 09262005 121132005
; - UNIVERSITY
ECO 100 Principles of Economics STRAYER PLANNED 04/03/2006  08(19/2006
UNIVERSITY
FIM 100 Principlss of Finance STRAYER PLANNED O4/03/7006 061972006 00196
_ . UNIVERSTY 5E 1024
BLIS 290 Business Ethics STRAYER PLAMNED 0926/2006 12/20/2006
UNIVERSITY _
LEG 100 Business Law! STRAYER ~ PLANNED 09272006  12/2062006
. UMIVERSITY .
MKT 100 Principles of Marketing STRAYER PLANNED 01/09/2007  03/27/2007
LUNIVERSITY
ECEO 405 Economic Problems and STRAYER PLANNED 01092007 03202007 o0
Issues LIMNIVERSITY

__MAT 3NN Diascrintive Statistics STRAYFR Pl ANNED  NANANNT _ DRIENNT

rstart €BC AWF  Bwsivecet . | AomERacm. | D)
' EDEHCE  Sean

*As soon as we process your 1556 and upload it to the system, you’ll receive an email
and the 1556 will be available for you to retrireve from AAPDS.

*A new icon of ‘DD 1556’ will be displayed in “Forms Completed column

*Click on DD 1556 and it will open your .pdf (next screen)

sérmmacd.. | 8 134 subtnisson . 5
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*this is a snapshot of the funded .pdf. You will see that it is very clean (no more quality
loss in files through faxing!). You will also see that it has both USAASC’s Resource
Manger’s signature as well as the ATAP Coordinator. This suffices for DFAS so it will
have to suffice for your school. It is now a part of the ATAP policy as well.
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